SATERN LMS v 5.8 SP5
Administrator Job Aid
Create Scheduled Offering

Job Aid: Create Scheduled Offering PBL Course: Create Scheduled Offerings
Scheduling Management Lab 1: Using the Scheduling Quick
Link

Scheduling Management Lab 2: Assigning Resources to
Segments

Scheduling Management Lab 4: Adding Segments to a
Scheduled Offering

Scheduling Management Lab 10: Copy a Scheduled Offering

Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating and
editing a scheduled offering. Related terminology is provided.

Tasks

Create Scheduled Offering

Add Additional Segments

Add Additional Resources

Copy Scheduled Offering

Edit Scheduled Offering Notifications

moowz

Terminology:

Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a specific date
and time.

Segment: Unit of division of an item offering based on duration that facilitates variable resource
scheduling.

Task A: Create Scheduled Offering

€ | Navigate to Learning > SATERN
. System for Administration, Tr
SC h ed u I ed Offe rl n g S Educational Resources f:ﬂ Addministration | Guick Links: + || Home | Preferences |Help | Logaut
' Learnar lianagement | Parormance | Leaming | Commerce | Content | Reports am A
@ Click the Add New link o
Scheduled Offerings!|
Clazses
. Search Saved Searches
The Scheduled Offering Group stances
. . Curricula Entter & value for each fisld that you want to use to fiter your search. Some fislds allew you to select from a list of
Wl Z ard d | S p I ayS . Requirements walues. You can alzo add or remove search criteria to further refine your search
Guestionnaire Surveys
Communities Case sensitive search: O ves ® o
Tasks ) ) )
+ Resources Offering Type: O tem oftering type O Activity ofteringtype @ Bath
o Ve Scheduled Offering ID: Starts With -
+ References
tem Activity 1D Sharts With v
Desctiption Starts With v
Start Date After:
MDD YY) [ 11iz002008
Start Date Before: E
(MWDDA YY)
Status: © active O ot active O Both
AddiRemove Criteria
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Select the Item type © i scicctatye
Optlon. @ tem O Scheduls Block
Use the search icon ( Q) — 2. Identify the Scheduled Offering
to search for and select * tem Ty [course =l
an item (by default the * them I QIAD\-‘STATSZD']
|tem Type and |tem Title Title: IAdvanced Business Statistics
fields WI” be populated Description: IOne day course on business statistics
once an item is selected). _
* Domair: GO*ICORF‘-HR
Enter a deSC“pt_'Cm of the Facilty: [DC tPisteau Systems HQ) =]
scheduled offering.
Specify the appropriate
Domain and Facility.
View the calendar. The Catendar Preview

== 2 May2006 = ==

fa Ci I ity’ S h o | i d ays an d Sunday Monday Tuesday Wednesday Thursday Friday Saturday
non-working days are & 1 : : ¢ : :
blocked out. 7 8 H 10 11 12 13

2 22 23 24 25 26 27

25 29 30 i 1 2 3

Click the calendar icon ( 3. Set Up the Seﬂmenﬂt6
B) to select a start date. " Start Date: Bwavosr200s

. * Start Time: .00 am| @
Enter a start time. _ Q, - 9

* Time Zone: AmericalMesy Y
Change the time zone of
delivery, if necessary. Note: Enter the start time in the format displayed (i.e., hh:mm AM/PM) on
your specific system.
Select Resources, 4. Select Resources
inc'uding instructor, Primary Instructor; JEDADAMS hd &
location, and equipment_ Primary Location: | Conference Room a,| 5%
N @

Note: If the scheduled offering | | ™™ LAP1 (Laptop PC) hd
is delivered via VLS, select the VLS Server: Mone h
VLS server and enter the Password:
password.
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View the calendar again. Cotendar Preview < s Mayame s = (10 Jwes|
The faCIlIty’S hOlldayS and Sunday Monday Tuesday Wednesday Thursday Friday | Saturday
non-working days are * ‘s : : ! ‘s ?
blocked out. 7 a 3 I 1 12 13

14 15 16 17 18 19 20
Note: Resource icons ( &) & 8
illustrate other dates when A ??a = s % % &
resources are already = » - : o s
allocated. Conflicts are - 8
dSOted Wlth a ConﬂICt Icon ( Legend : D—Schedule Dates Q—Cnnfhc‘t

).
@ Click Next.
Add New Scheduled Offering Hel

Add the scheduled

offering to a related
catalog by clicking the
search icon (%) to
search and select a
catalog.

If the item resides in a
catalog, it will already be
listed.

Click Next.

Publish

Select the Catalogs that should display the Scheduled Offering to users. Catalogs are used to determine which users see what scheduled offering. You will
zelect only from the ist of catalogs that contain the tem that you are scheduling.

Title: Behavior; Putting our Best Foot Forward
Delivery Dates: 8/31/2007 09:00 AM - 573172007 03:00 PM

Related Catalog

Q i

List of Selected Catalogs Remove Al

Catalog 1D Catalog Description _

KE0-GEN KSO General Remave
PUBLIC Remove
55 SkilSotft Course Catalog Bemove

Note: If enabling self registration, the scheduled offering must reside in a
catalog the intended users can view.

Confirm results.
Click Submit.

[ Previous | Submit |

Review the Summary of the scheduled offering you are adding to the system. If you are satisfied with data that you have entered, click Submit to add the Scheduled Offering to@
sFystem.

Title: Advanced Business Statistics
Description: One day course on business statistics
Iderifier: COURSE ADVSTATS201 1202505420000

Schedule Segments Information:

My/2952006 08:00 Ab ey ¥29/2006 04:00 P
Resources Used:

Instructor: JEDADAMS

Location: Conference Room 4

Equipment: LaM

Publishing Information

Publizh to 1 Catalog(s)
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@ View the scheduled Scheduled Offerings Search | Add New | Help |
offering record. -

> Search = Search Results > Edit Summary @

Scheduled Offering ID: 4448

fterm: COURSE ADVSTATS204 (Rev MayQ02006 12:07 PM AmericaMew York)

Title: Advanced Buzsiness Statistics
VLS Settings Standard Options
Matifications Cost Calculation Cost Summary Pricing Catalog Chargeback

m Segments Registration Contacts Iaterials Custom Fields

Edit the Scheduled Offering

* = Required Figlds

Task B: Add Additional Segments

Q CI|Ck the SChedU|ed Standard Options
offeri ng Seg ments tab. Motifications st Calculation | Cost Summary Pricing Cataloy Chargehack
SLIImEY Rediztration Cortacts Materials Cusztom Figlds
Scroll down to view the Update the Segments for the Scheduled Offering

existing segment(s). [PABBIVCERGES! [RE=St |

Total Hours: 5.00
e Choose a segment to e
copy and click Copy Segment 1

Daily Segments.
* Start Date (Wbl )E]Mayrzgrzoos *End Date (Wbibdiciyyyy )E|Mayr29rzoos
* Start Time (hcmm as:) IDQ:DD A * End Time (himm azs) IDS:DD P

* Time Zone IEST [Eastern Standard Time) j
Primary Instructor: Q IJEDADAMS Primary Location: Q IKSO-HQ—CIassroc
Segment Description: IDefaun segment

¥ send notificstion ¥ Check Conflicts

Enter a number Of tlmes Segments for the Selected Date

to copy.
oo _seoment St i Lot __Locwion i
Q SE|eCt the Ch ec k Defaut My 2902006 09:00 iz 2972006 05:00 Clazzroom 001 K50 Adams,
CO nﬂ | CtS and/or Sen d segment AW EST P EST Headguarters Jeffrey D

Notification checkboxes. | | . e ortimestocone I €

. 1,000.00
Click Copy. : ' 0 6
9 Check Conflicts: W Send nictification [ ww
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Task C: Add Additional Resources

For the segment you wish
to add resources, click
Edit Resources.

Segments

Segment 1

* Start Date (RARARE ey jm My 2872006
* Start Time (hbomm az2) 08:00 A
Q

| JEDADAMS v

* End Diate (hbbdiclyyy ) [ May 2002006
04:00 Ph

O Crterence oo

* End Time (hbomm aza)

* Time Zone

Pritnary Instructor: Pritmary Location:

Segment Descrigtion: |Defaurt segment |

o ]
W Copy Resources to All | Copy Daily

YLS Server: | Mone

Segments

Select the tab
corresponding to the type
of resource you wish to
add.

Click the add one or
more from list_link to
search for and add

additional resources.

cccions OO i

Add Equipment to the Scheduled Offering Segment

Inztructars Cuszt. Resources

* = Required Figlds

Erter Eqquipment 10 or add ane or mare from "§°

Exjuipment ICx |

check conficts [l IRl

@  When finished adding
resources, click Return
to Scheduled Offering.

Note: Click Copy Resources
to All at the segment level to
copy the new resources to all
segments of the scheduled
offering.

° Return to Scheduled Offering

Cust. Resources

Instructars Locations Materizls

Add Equipment to the Scheduled (ffering Segment

* = Required Fields
Enter Equipment 1D or add one or more from list

Equipment IC:

Check Caniicts |auihl Kl

Edit the Equipment for the Scheduled ffering Segment

¥ e nd

Select AllJ Deselect All

HH

[o400pw | 800

* Titne £ane: Q w

p400PM | 00 ]

* Titne Zone: Q
Select Al Desalact All

check contits: 71 |l

Check Conflicts:

Equipment ID

Hame (Type)

123 B Mhay /2872006 |
Projector (O%ER)

[og:00 am | BB |May/29/2006 |

L&p1 P | May/29/2006 |
Laptop PC (LAF)

[ogo0am | |Mayr2a/2006 |
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Task D: Copy Scheduled Offering

Select the Summary tab
of the scheduled offering.

Click Copy Scheduled
Offering....

otifications Cost Calculation Cost Summary Pricing Catalog Chargeback
Segments Registration Cortacts Materials Custom Figlds
Edit the Scheduled Offering
* = Required Fields 9

Set copy preferences by
checking associated
boxes.

Note: Click Help for additional
information on each option.

b r Copy Group Instance

r Copy Mewy Scheduled Offering to the catalog
[T Use ttem defautt segment day numkers

r Copy to consecutive Days

Select a copy frequency.

Select the first scheduled
offering copy start date.

Lo Copy Single [ Copy Multiple-Daily Bazed e Copy Multiple-vveekly Bazed i Copy Multiple-torthly Based

Mewy Start Date:
p BA[eprnBm007 | o900 amEesT

Note: If you choose an option other than Copy Single, enter a scheduling
frequency as seen below. This determines how many new offerings are
created and how frequently they are scheduled.

[ Copry Muttiple-Weekly Based [ Copy Muttiple-Morthly Based

e Start DAt o fapr /2007 | 03,00 AM EST
Schedule every I weorking dayi(s)
Mumber of Schedules: % End atfter: I—Schedmeg
' End after: EI

[ Copy Single ol Copry Multiple-Daily Based

Select the checkboxes for
the days on which the
new scheduled offering(s)
can be scheduled. (Copy
Single Only)

Select Override
adjusted registration
cut-off date if desired
and choose a new cut-off
date and time.

Click Next.

@ Copy Single [ Copy Multtiple-Daily Based & Caopy Multiple-Weekly Based &l Copy Multiple-tMaorithly Based

* Mewy Start Date:
EISQSQUUT 08:00 AM Americal oz Angeles

GSchadule on:

[T override adjusted registration cut-off date
e Cutaft Date: <

W Monday W Tussday [ wednesday W Thursday W Friday [© Saturday [T Sunday

Time I Tine Zone: I LI

O
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Confirm copy results.
Click Copy.

Scheduled Offering I0: 4008
Descrigtion: ADJ FIRE SAFETY

Copy Group Instance: Mo

Copy Mew Scheduled Offering to the catalog: Mo
Use item default segment day numbers: Mo

Copy to conzecutive Days: Mo

Mevy Start Dates: AprA18/2007 0300 &AM EST

Include Regiztration Cut-off Date; Yesz

Send Matification: W m

Once the copies are
created, you can access
them with the links on the
final screen.

Mewy Offering 1Dz and Start Dates: 4009-2pr 552007 0900 Ak EST@

Task E: Edit Scheduled Offering Notifications

Select the Notifications
tab of the scheduled
offering.

Standard Options
Chargeback
Custam Fields

Cost Calculstion Catalogy

Materizls

Hotifications

Cost Summary
Rediztration

Pricing

Summaty Segments Contacts

Scroll down to view the
notification you wish to
edit.

Note: You may edit the
notifications sent by the
following triggers:

- Offering Cancellation
- User Registration

- User Withdraw

- User Waitlist

- User Waitlist Removal
- User Pending Status

Click Preview to view the
notification.

Edit the Registration Hotification for the Scheduled Offering

User: Iqlabel kevy="nctification Enroliment StudentSubject"/-
SUperyisor |<Iabe| kevy="nctification Enrollment Supervisarsubject"s=
Instructar: |<Iabe| key="natification Enrollment InstructorSubject"=
Cther: |<Iabe| key="natification Enralimert CthersSubject"f=
Body: =LOOP= -

=label

key="nctification Enrollment MessageText!"==&R0

LLUP_MESG=

=L OOP-

=LOOP= -

In the notification body,
you will see syntax tags.
These indicate a
database value that is
included in the emails.

Thiz note confirms your pending registration in the follovwing learning activity:
=& SCHD-CPMT=
28 SCHD-DESC= Q
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To modify the body of the
notification, locate the
body section and add
text.

You may remove existing
labels and tags, or add
text around them.

Body:

kery="notification.Enrollment MezsageText1"f=<8R0 j

Note: Click Help for more information on syntax tags and how to use them in
notifications.

Click Apply Changes.

To attach a document to
the notification, click
Browse to search for and
select the document.

Click Apply Changes.

Attachment for Registration Hotification

Current Attachment:

Merw Attachment: S cheduling\Matificationsinstructions pdf Browse. .. |
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